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^^. . .,T he Job Pi^ement Service for Sprln^^field will help you an^w^r, 



WHO; (() i.ilk to for career infornuHion oivd job inforiiioi ion. . . ^ 
WHA^: to wear and do at an interview for a job... . ^ \i 

INHERE; Mo look fcxr jobs that will match i merest and dbllitics... 
WHEN; lo be confident .^nd ask well prepared questions... 
WHY:, hot qer on the trail of a. good job today? 

To find the best job for yourself, you must firs I: 

Learn aboul |. Self evaluation PP. 1.2 3 i» 

II. Job evaluation... 5^ ^ 7^ g_ ^ 

III. Interviewrng ,. .pp ,3. 13. Ik 

IV. ^ Guide for preparing your resume,. , pp. 15, 16, 17, I8 

V. Job success ..; pp 20 

Appendix 

And thon do something, for yourself In that direction. (Ready. . .set .GO! !i ) 



Cofiipi led by: 

Roma Cleveland, Employment Specialist 
Exemplary Career Education Project 
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I . SELF-EVALUATION 

Paqe i Personal Inventory 

What About You? 
Your Three Selves 

Page 2 , Self Evaluation 

Page 3 Persona I Inventory 

Page h Personal Vocational 

Questionnaire 
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PERSONAL INVENTORY 

/ . 

Kmjwing yourself i & "probabl y the most Important step Jn looking for a job. 
Before you can adequately present yourself to a potential einployer you must 
have an accurate assessment of your abilities and skills. To be successful, 
you must be able lo tell him, in a positive manner, exacfily what traits and 
talents you can offer his firm. By taking time now to evaluate your own 
attitudes, ambitions, interests and capabilities, you wiJJ be we M -^>r«prf f e4 
when you meet a prospective employer to give hfm a concise resume of your 
-qiia4ff fea t tons , - _ - 



WHAT ABOUT YOU ? 

1. What do you enjoy doing I he most? 

2. Whot do you dislike doing the most? 

3. V/hr)l have you been complemented on? 

^. WhoL do you feel you have accomplished in your life? 

5. What specific skills can you list that you possess? 

6. What jobs have you held? 

7. What type of job would you like to have? 

8. Why should you be given preferenqp over someone else for a job? 
9.. WhoL qualities of yours deserve special consideration? 

10. What kind of reference will you get from a past employer? 



YOUR THREE SELVES 



(I). Physical Self ^ 
I. Wh.it does il enjoy? When does it turn off?^ 
?. When does it perspire^or become anxious? 
3. When does it feel best? feel worst? 
^. What drr3ins it, of its energy most? 
y Wh.jt does il react pos i l ively . to? Negatively? 

b. How does it mOve? walk? siL? feel about heights? dark? noises? e'lc. 
(W.I I ch your body, observe its expressions, tensions, and energy.) 

(11 ) . Einol ioncil Sel f 1^ 

I I Wh.il brings fear lo you? . worry? pain? joy? 

?. Whc-n jre you confused? « • 

3. When do you feel guilt nios I ? How do you solve It? 

^. What do you use to reduce tension? 

5. When does talking upset you emotionally? 

6. When do you feel insercuro? What changes your mood? 

(Become familiar with your emol i ons . . . how do they affect your body?) 

(III). Int/I leclual Self 

What is your self concept? 
How do you make decisions? 
Do yt)U iiUel lectu.il iec problems? 
^Does the patlern of your thinking change when you are with 9thers? 
[>. Hew do you mentalfy handle people? 

6. How much do you ihink? Do you think before you spenk? 
(Listen to youi I li i nk i n(| ... does your thinking affeci your emoAional /sljie?) 
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A SELF EVALUATOR 
Physical 

.Do J gfii enough 5ieep -to r^^al ly keep fft? 

Is my posture good? Do 1 walk as though 1 were a1|ve2 
t5 my Weight nbrmaT--my food well balanced? 
Do I get a reasonable amount of exercise every day? 
Do I overindulge in eating? Smoking? Intoxicants? 

Mental ^ 

Is my mind alerl, active, or is i I lazfy, indolent? 
Does renson, or emotion control my decisions? 
Is my mind open^or clos«<J to suggestions and opinions? 
Have I n program for mental qrowth-study , good reading? 
Are^ny friends a "drac^ or an uplift to my thinking? 



Social 



Am I careful about my personal apperance? 

Do I cooperate with others -- willing to play second fiddle? 

Am I wen mannered — courteous, tolerant, iinfJa r t ia I ? 

Ob I hove personal habits objectionable to my associates? 

Am I a qood citizen — good neighbor — good friend? 



Financial 



Do I buy intell iqently and get real value for my money? 

Am I inclined to spend beyond my income? 

Do I contribute- lo some cha ri ly serving those less fortunate? 

Am I continually carrying a Toad of debt and interest? 

I have a regular plan or budget lo guide my spending? 



Do 



Bus i ness 



Based on my da i 1^ per formance, would I hire myself? 

Do I seek responsibilities or rurt away from them? 

Have I a definite program for improving myself on my job? 

Am I trying to "knc*. the busine^ss- - purpose, products, problems, etc? 

uo I make suggestions of value to my company? 
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PERSONALITY INVENTORY 

J. Is soclnble Is honest 

_?. Is courteous ,2. ,3 dependable . 

_3. Is cooperative H. Is loyal ' 

J*. Speech is effective 1^. Is intelligent 

J5. Has JrMtUa^ IS. Has sel f^conf idence 



- 6.. lb ambitious i/i . 

Has good memory 

^7. Is tactful 1-4 ,^ ^ ti 

^ • 17. Is aaaptaolc 

8. Is enthusiastic iq i f . 

lo. Is economical 

9. I s cons i derate lo i . . 

^ ' crdte 19 Uses.good judgemeni 

!0. Is orderly oa u t ^ 

' • ^0- Has persist^Jnce & patience 

(Can be rated by the student-giving fron, I to 5 points for each attribute.) 

When .1 persuiyis looking for en,ployn,ent^ it is wise lo spend sb.e time looking at 
the maturity level he possesses and will thx^reforo be able to offtfr an employer. 
General educational levels of cc^pentency are important, as are skills and experience 
in related work. Thinl^^boul your vocational maturity. How would you rate in the 
f<»l l<iwinq areas? 



a. Acceptance of • respOns i b i I i t i es 

b. Concern with choice, planninq. (Inydreaming 

c. Work experience and amount of occupational information 

d. Knowledge of decision making principles 

e. Self-estimated amount of career information 

f. Oefiniteness of plans 

g. Quality of potential resources 
I ' h. Quanily of used resources 

i. Agreement of self-rated traits with preferred occupation 

J. Implications for training in vocational preference area 

Y..ur v.K.„ion.,l maturity should be discussed wi th someone else. Check the items above 
on your en and then work with a friend, a parent, a counselor, or someone else.V.,^o. 
you nee.l more occupational information? Do you need to narrow your thinking down a 
Mttle? Just where are you in your decision making trip? Remember. . .eva I uate yourself 
realistically, and keep an open mind to the many opportunities and interests that are 
available. Try to stay somewhat flexible. Leave yourself some alternatives for the 
future, * 7 




PERSONAL VOCATIONAL QUESTIONNAIRE 

Why do you wont lo work for this employer? What dd you know about this company? 

What ki4ul,oi;.j4Jb- d<J you -want? What ttttaHficotlons do you have Tor lli Is kind oF 
work? , 



What 



are your future vocational plans? 



Aro you looking for a peniidntMil or temporary job? 



Wh.Tt kind of work did you do on 'your last job? Why did you leave thaf Job? 



Whnt dre your hobbies? H(jw do you spend your spare lime? 



V 



Are you a member of any service club or other organization? Have yoU ever been an 
officer in any ol these organizations? 



Did you ever hold a cl.iss or club office while in high school or college? What 
other school aciiviUos did you parlicipalo in?. What did you do during your school 
vacations? ) > j j 



How much money do you hope lo be earning in ton years? 
How much salary do you expect? 



I I . JOB EVALUATION 

5 Job Cfbndi lions Checklist 

fatjt; 6. . ??? Jobs .??? _ ' 

Get. A'M ihe Information 
. , '^Abput .^'he Job 

''^ge 7 WKbre Oo You Find Job 

Openings? 
Seven Steps lo' Eniploynient 

^''^^^^ 8... Where' to Look for 4ob 

I nfonnat Ion 

Pago 9..,. Placement Services 



JOB tONDITlONS CHECKLIST 
(Thomas Hamilton Study as basis) 

Place a number 1 If the item is not at all important to you and a number 2 \f \l 
Is only of some Importance to you. If the item Is in the middle of Importance to - 
you. place a 3 by It, and if it is very important to you place a 4 or even 5 in the 
provided space. ' . . 



l-v- -A~jt>t-1rhBlr mean5"1^^ir looked up I o 15y ^ tTieF people ' 

2. Interesting work . *^ ■ 

3 . Easy work -> ' # 
Pleasant working conditions 

5; A chance to do things my own way--make my own decisl&ns 

6. A good boss 

7. A chance to be in charge of things ^ . ' 

8. Medical insurance and life insuf^anc^ 'paid by the ^company 

9. Variety in the j ob^-di f f erent kinds of work 

10. A chance to be useful lo society 

11. A chance to see what 1 can dcr--how gobd \ am 

12. A good place to live • ^ ' Jc 

13. A good retirement pJ^n * . ' . 
Ik. Good vacations 

1^. ^hort 'Working hotJrs 

^ l'6. Steady work . ' ' " * 

17. A chance 'to' di rect or supervisfeothers 

18". Good pa . 

19. A chancy to liiQve -up in the world * • ^ ^ 

20. Good chances for promotion or advancement 

21. Good people to work with 

22. A job where you have lo be good to handle It 

23. A chance to work by inys^e 1 f, wi thout a lot of other people there 
2k. Avchance to help other people 

25. A chance to try other things and see how 1 like them 

26. A chance to be outside port of the time * 



YOlJTH CAREER ACTION PROGRAhl — San JoslS California .0^ , i 

1. Vocational - EducaiionnT counseling beyond the initial Interview. ' 

2. Vocational testing:* General aptitude Test Battery, Kuder^ SRA, ct<f. , 

3. Provision of occupational and labor market Information/ 
k. Basic education preparatory to job training facilities. 
5.* Referral t^o training facilitix'S. ^ , • 

6". Referral to job placements. . ^ . 

7. Referral to other cononunity agencies and services. 

8. Guidance on admission to colleges and universities. " * 

Placement information dissemination: .through print; broadcast media and personal conlacl 

1 . potent ial c 1 ients 

2V agencies, organizations and schools 

3. .interested cili/ens and general public 

10 ' 
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??? JOBS ?7? 



tx.imlne your nefeds in these «ireas to help decide If 



K Jlut ies 



3. 



Pny L 

Opporl un i I y 
Opport uni l y 



4nvn 

7)t rravcT ~~ 
other flnariclnl benbHls* 
for ddvanceincnr 
for recoqni t Ion 



-6. 

7. 

8. 

9. 
10. 



you Wf)uld enjoy the Job 



Oppnrtu ni t y f or servi ce". 
Sccurily of ciMploymenl 
Working condi I ions ™ — 
Physical requl reiuenls 
Personality r, bas I c db i I I I i es 



Restidrch In the area of jol^ satisfaction has re^eafe'd the most important factors 
thdt people report as Influenclncj their feellnqs about their jobs. (The in front 
of the factor In the list belpw indicates that it was very Important to them ) 
Are you Interested In finding a job with most of these factors? Or are your needs- 
dl f I erent? 



I . 

5. 
6. 



Challenging ass Ignment^''^ 
Recognl t lonVf 

Relationship to supervisor 
Relationship with co-workers 
Technical supervision 
Ar liieviMiient 



7. Working Conditions ^ 

8. Responsibi 11 ty 

9. Security 

10. Work itself r. work group Vf 

11. Merit increases & benefits 
1 2 . Proniot i ons- 



f 



Reineniber-YOU-must choose and decide what you want your occupation to be in the' 
world ol work. Parents, older brothers and sisters, friends, teachers, qui dahce . 
counselors may offer you help and practical suggestions. These are only suggestions 
It Is your life they ard talking about, and It' is you with the most at stake: Your 



own personal decision will decide your future. - 
confusing. Take your time. Gather the fac|s. 
expected of a worker In the career that you are 
If you lire to make a sound decision. 



I t's 



, . _ an exciting 1 1 nie and ma ybe a 1 1 1 1 1 
Accurate k^ow^edqe of w'h^t Is usually 
interested in Is of major Importance, 



) 



Discover your abilities 
work that jnatches you. 
you I i kod in 
* success fuT* 
to carry out 
t ra In hu) . 
In this f 
yourse 1 f . 



and interests so that 



you 



That's the whole program. 



can real i^t/ical 1 y choose an area of 
^ , . MATCHINfrf! Wha-t were- the things 

school what classes did you do well in? ^ AgaW; take your time. To be 
III a job you must have the necessary abilities and skills and knowledge 
the responsibilities of the job. You may need mbre education-special 

Can you Fmaglne yourself working 
the Information you can abou t 



Arc you really interested In this field? 
eld for maybe the next 30 ye^rs? Get all 



GET AL|. THE INFORMATION YOU CAN ABOUT THE JOB OR JOBS TH/^T INTEREST YOU. 

MATCH 

YOU ^ ^ . JOB 
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WERE DO YOU FIND JOB OPENINGS? 

. I . Newspapers 
2^. Radip and Televjsion 
3. State Youth Employment Ser^ce, 
^. State Personnel Division ' 



5. Public and Private Employment Agencies ^ 

6. U.S. Civil Service 19 
7» Professional Associations - 

8. Large and small companies - ' 

9. Factories and businesses 

10- Friends and acquaintances " '4 

AND rf&W ;STEP RIGHT UP READY TO HELP YOU IT'S 

A youth employment office for Spi^ngtield students who are interested in finding 
permanent entry level jobs in^^frts ar^a. Information is available- on the Job 
market locally, on job openings, on h6w to go<?about looking for a job, and on hov^ 
to go about getting one! ( 

SEVEN STEPS TO EMPLOYMENT 
' Jc^b lead or actual job opening or maybe just hopeful interest, 
,2. AppI icat ion form, ((/be filled out or personal app|J icat i on . 
3- Employment tests of some type may bo required. 

h. Personal Initial Interview for the position. » " 

5. I nvesut i ga t i on of qual i f icat ions and past work records- reference check , 
6-. Selecnon of several appl i cants^- second interview may be necessary. 
-7. Pl«icenient --f I nal s<?lcction oi one o( 'besl' applicants f()r the job^. 
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WHERE TO LOOK FOR -JOB INFORMATION 

* .r ■ • • 'J 

Occupational Outlook Handbook This Is a comprehensive source of job information. 

It has the FACTS. It's a 900 page reference book. 
Check through it car^ftrHy. It will be well worth 
yourj^^time. The 'latest volume describes some 800 
different occupat ions and 30 major industries in 
«i ' veVy complete terms. It i^ a 'goldmine* of inform- 

V • . at I on — use it! 

Occupational 'Information Access System This questionnaire will help you sift through 

all the huncireds of job possibilities to a specific ^ 
few that you may really have a special background for. 
Most schpols (Lane Community College) have a CIS 
terminal for you to use in gathering more Information 
about yoursel f. • 

S tale. EnipPloyment Office This is a good source of job information for job 

openings in the area as well as nationwide. They 
provide placement services and offer counseling and 
career CQunsu I tat ion. They also provide aptitude and 
proficiency testing. There is no fee charged for ^ 
the i r services . 

Newspapers, professional journals, 'and trade magazines This is a good source of 

definite, specific openings, and can give you an idh^a of 
the type of jobs that aVe currently available. Inform- 
ation of job avai labi 1 i ty may heilp, you to make a/ 
_^,^ecision on the one you want to pursue. This would bg 
es^cially true if you were unwilling tomovey^ut of 
the area. You must provi die your own homeworlc about 
^ . the type of job, }^ characteristics, and how it would 
suit you. 

Visitalions to Job Sites This actual ',on-the-spot' i nformat Ion father i ng i s very 

important. You can see first hand the many factors that 
make for job satisfaction, or maybe dissatisfaction. 
Ask questions,^ try to imagine yourself doinq the tasks, 
and think about your^ abi 1 f I i es arjd interests <is yoii 
^ watch. 
/ . 
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••Future families are likely, to consist of two-career, \two-*cfii Id, twp-hboie 
families, planning their act i v i t lies ; a I terna 1 1 ng fefetween city .and country, 
bc*twefen work and leisure/' But.- '' work rema i ns as^the center , at least for the 
vast majority of the inhabitants of America today. What will your 1 i fe 
center around? What I ijie of Work wifl you Choose? Are you ready to choose? 

A ' ■ , ... " 

The schools are making on effort to prepare you for this important decision. 
Yel is is not an easy ihing to do,- Maybe you want some more facts and may^e 
you still have som^ questions.- Questions about jobs and about yourse 1 f . . Tlic 
placement Service is designed to help you in these areas. Where can you go 
for information about the job market locally? What is the average salary or 
hourly wage in a ceriain j9b that you are -interested in? You can f}nd out at 
the Placement Center. / . 



PLACEMENT SERVICES 

1. ' To increase student knowledge of employment opportuni ties and procedures. 

2. To^ identify^jobs avail^a^ble with tocal employers and refer students for jobs. 

3. To counsel students who are having difficulties ine.-adjustlng to work, etc. 

Obstacles that 3tand in the way between the average graduating (not-col Icge-bound) 
student or the student Chat leaves school prior to graduation are many. 

—Little knowledge of, a vail able jobs 

— Limited contact with potenial emplpyers 

--Little knowledge^ of employment obligations, requirements 

— Lack of job-app 1 icdt ion skills and interview behavior 

— Little actual work-training or experience 

--Little uj^derstanding of career opportunities versus ♦'getting a job*' 
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JOB INTERVIEW 

EmpIoyers,and the jobs they must find employees for are as different as you 
rfl<T'S^""^^'x!- they almost all agree on two things when i t 

con.es lo hiring. They j-udge 'an applicant on tworfiain points. The first 
strongest ^nd most emphasized element was that of appearance. If you don't 
succeed on th.s step, you'll probably not'niove on to the neX-fc. Your appearance 
IS Hiouglit to have several connotations-self respect, respect for the Job 
respect for the interviewer and even may give some indication of your leveU 
of perfonnance on the job. (ATTITUDE) 

The second area of importance is qualification for the job. Here the way in 
which you fill out the Job application and your experience from other jobs 
unci school training will be very important. (ABILITY) 



CONDUCTING AN INTERVIEW 
Why do you need to inteview for a job? 

What do you thirik the interviewer is going to ask you? 

^ I- 

''Why would he need such information? 

What kinds of questions might you ask'lhe interviewer? 



General Criterion for Conducting an Interv 



' I ew; 



-Bo on time for an i ntervi ew--or early-be rested and relaxed. 
-Be well groomed lor-an interview, clean clothes, and not overrdone 
-Answer all ques I i ons . . hones t 1 y as poss i b lea . .don ' t talk and talk. ' / 
-Ask a few well thought out questiOns-show an interest in the comp.iL 
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' WHY PEOPLE FAIL TO GET THE JOB THEY WANT^ 

1. - Their appearance is not suitable for the work they are siteking, 

2. - The wacjes they asked were unreaMstic. 

3. They lack sufficient training for the work. 

They have^^n unbus i ness Fi ke attitude or behavior. 

3. The quest i(JTis I hoy .isked Would give the . impress ion they didnMt want to work. 

,. j . ^ 

6. They show extreme nervousness. 

7- They have an unfriendly manner. 

8. They fail to show up for ah interview at the appointed time, 

9/ They take another person with them when they are looking fgr a joL 

10. They, give the impression that they know-it-all. 



HERE ARE SOME HELPFUL SUGGESTIONS: 

1. Always apply for a speci f ic job-- never say, "I'M lake anything," 

2. Should the employer mention other employment, be flexibly and wilHjng t< 
cons i der it. 

a 

3. Presernt evident of your ability to do the work or to learn it quickly. 

^. Have well thought-out reasons why you want to work for the company^ 

5., prospective job involves working with people, be able to dis-G'uss your 

ability to give and get cooperation. 

6. Don't discuss your personal problems, such as overdue car payments, etc. 
/. Kt^ep your replies brief ond businesslike, but friendly, 

8- Lcl the employer briny up Iho subjects of wages, vacations, sl^k ItMvo, etc. 

9. Be polite and courteous . Even if you don't get the job, be sure to (hank (he 
employer for the interview. 
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gUESTlONS THAT AN INTERVIEWER MIGHT ASK (Think about how you would answer) 

1 . How old are you? 

2. Any plan^ for marriage in the near future? 

3. What are some of the thiriqs that interested you in this position? 
Tell me a little bit about your last job. 

5. Approximately how many people were employed there? 

6. ^ What subjects did you take in school? 

7. What kind of grades did you earn? 

8. Tell me something about your hobbles and interests. 

9. How soon could you start to work \f we did decide to hire you? 

10. What would you consider a reasonable starting salary? Minimum? 

11. Are you attending schoo^ right now? 

12. How many hours of sludy time do you need? Class hours? 

13. What is your transportation situation? 

14. Have you ever been fired from any job? 

15. What were your favorite courses in school? 

16. Do you work well under pressure? 

17. Do you like a challenge? 

18. How do ymj feel about, doing things you don't particularly like lo do? 

19. Do you thfink you would be satisfied with this job? How long? 

20. Are there any <|uestions that ^u would like to ask me? 

\ 

^ LOOKING FOR WORK 

BEFORE STARTING OUT TO LOOK FOR WORK: . - ' 

Be sure: . 

1. Your appearance Is the best that you can make U. (Be conservative, not flashy.) 
^2. Your hair and hands are neat and clean. 

. Yoiir clothing Is appropriate for the work for which you are applying. 
. You avoid advertising, political, or religious pins and badges. ' 
3. You have a list of #inpl oyers you intend to call on. 

TIPS TO HELP YOU WITH. AN INTERVIEW: " f 

1. Arrive at your deslinaHion on time. This will help yOu to be calm .ind al ease. 

2. Remain outside a private office until you are asked to enter. Do nol show impa i jence. 

3. Enter room in a quiet\ confident manner. If the employer is busy, do not interrupt. 
k. Remain standing until you are asked to be seated. Do not Tean On anything". 

5. Sit comfortably - do not sjouch. Do not tap or drum fingers or feel. 

6. Know why you want to work for the company. 

7. Let the employer do most of the talking. Look at the person who is talking to you. ' 

8. Smile now and then, and ^try. to use th(& interviewers' name in the conA^ersat^on. 

9. Answer all questions clearly and truthfully - do not use slang. " . 
rO. Do not volunteer personal i nforma 1 1 on , such as problems at home or debls. 

11. Be sure that persons whose names you give as references are wHIincj lo support you. 

12. Consider the following which might influence you in accepting or refusing work: 

A. The kind of work you are to do for this employer: 

B. Hours of work and wages. 

C^. Poss ibi 1 i I ies for promotion. 

13. WheUier you goi the job or nol, Ihnnk the interviewer for their lime ahd cons Iriera I ion . 



BEST m mum 
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GETTING READY FOR THE INTERVIEW 

Have all factual InrorniaLion abgut yourseir ready : Address, telephone number, 
social security numbcM". ' . 

Have necessary popers rcjciv: License?^, health certificate, working papers, proof-^ 
of age, union membershnp card, other records, such as mi I i tary ^records . 

Take a kit: Example--saniples of work for artist or designer, outline of Irnlning 
and experience for professional jobs, copies of recommendations for personal service 
jobs . * 

^g^rn as much ds you can be^ufchanj;)! about the firm to which you will op(rly 

Know,^why you want to work lor this company. Learn about the kinds ol jobs dv.iil.jhio 
and (the kind of product or service offerejJ. Find out what you can about the employer's 
personal perferences. 

Avoid too fancy or too casual of clothes. 

KNOW YOUR RECORD 

Be able to give a continuous record of any jobs you have had, Jncludinq vacation 
and part-time. ^ ' 

Know the nam^s of previous employers and their kind of businesses. 

Know the exact dates of employment. 

Know the exact nature of the work you did. 

Know the names of persons able to give information about your performance. 

Know the reasons for giving up or losing your previous job. 

Know which elements in your past jobs you* like best, and why. 

Look for any reasonable relationship between your past tVaining or experience 

and potential jobs; do not dismiss similarities because they do not fit perfectly. 

KNOW YOUR SCHOOL RECORD 
Know ihr school you o I tended. 

Be .ibl(» to answer questions regarding your favorite subjects and why you liked ihrm 
best . 

Know the subjects and courses in which you got the best grades. 
What schooler college extracurricular activities did you participate in? 
C 

J 
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^ YOU AND THE INTERVIEW — 

What to do: 



Stress your qual if icatlons- for the job and your Interest In it. 

• . Avoid mention 06 your personal; doraestic, or financial problems. 1 

Discuss only matters related to the job. 

Be businesslike and brief. V 

Give Ihe infonnation asked for. Let the employer lake (he lead in ^ 
conversationv 

Pick up clu.s tjivcn you by Ihe employer's questions o^r statements 
and use them to convince hjm that you fit his requirements. 

• 

Have yo'ur papers a^rranqed for easy reference; The Idem i f icatlon data T 
summary of work experience^— Tfeferences , etc. 

« 

It is usually belter to ask for specific types of jobs rather than say, 
i n lake anything." Be flexible and willing, but iridlcate preferences. 

Have a definite understanding as to whal is to be required of you 
before you are hired. This wl H avoid disappointment for you and your 
employer. . • 

Be realistic In discussing 

Keep up /our courage is the employer doesn't fake you. You may not'tiet 
I he first job you seek. 

INDIVIDUAL DIFFERENCES 

I. What Is an Impression? 

^A. How does It limit us personally? 

B. How do we judge others? 

C. How do v^e perceive our self-image? 

D. How long and what difficulties can result from existing on-the-job 
Impressions?- 

M. Impressions of physical differences ( / 

A. How do we compare? "^-^ 

B. Stereotyping^. 

C. Fear of anything different from ou^;^selves 

III. Impressions (^f others' life styles 

A. Classify 

B. Judge 

C. Accept/ reject ^ , - 
What are alternatives to these actions? 

How can we as individuals keep from misusing our knowledge and learn to live ? 
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A GUIDE FOR PREPARING YOUR RESUME 



What is a Resume? 

It is an inventory for submittal to employer. It tells what you have 
to offer a particular employer for a particular type of position. 
It is a job-hunting tool, a personal cataloging of your job qualifications. 
It "gels you on paper", briefly and accurately, for the prospective employer 
lo see. 

Its principal function is to Secure for you an Interview with an employer 
by interesting himjn your abilities. It does this by presentl.ng, 
attractively and systematically: - • 

WHO YOU ARE 
WHAT YOU KNOW 

WHAT YOU HAVE DONE } 
WHAT KIND OF WORK YOU WANT 
\ WHY YOU SHOULD BE HIRED 5 • 



\ 



What kind of a job om I seeking? 

What kind of firm nay have openings In, my kind of job? 

Which parts of my training and experience relate to the job I am 

seeking? Which parts, if any shall I pilnimlze? 
Which of the details in "Personal Characteris i tics" should I 

include in my final resume? 
Which details will help me get an interview for the type of work 

I want, in the kind of firm or 'industry I prefer? 

2. The Organization of Data / ^ 

There is no one bes I way to organize a resume. The best format for 
you Is one which highlights your job capacity in terms of the type of 
job you are seeking. In general, however, most resumes 'are arranged in 
one of two ways : 

I . BY WORK EXPER^ENCE — 

Start wilh.your current or most recent job and» proceeding In inverse 
chronologiuil order, qive the employer, type of finn and work performed 
lor each Job you b^vc held. 

II. BY FUNCTION OR SPECIALIZATION 

Start wilh tho most relevant function you perform (relevant from tho 
prospective employer's point of view) and continuq with other fund ions, 
in Ihe order of their pertinence. Describe how each function was 
performed and the scope of your responsibility. Give specific Illustrations 
of your skills and kn(wlcdges, and any outstanding results achieved. 
The functional method Is particularly effective In those occupallons 
where the work is varied, or there are frequent changes of assignment, 
such as public relations, construction engineering, and free-lance 



coiiQiierc ia I or I 
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Brevity 

Remember that your resume will usually go to a JSersonnel or Employment 
Manager, who must read many resumes every day. So— organize your 
resume,, keep it as brief as possible i)ut still tell your story 
adequately and ciccurat«l y .. If possible, limit your resume to a 
single sheet. ./ 



Keep, il brief and specific. If your resume passes the Personnel 
Oopartment's screening, it will often be reviewed by a second 
interested individual , usually from the work area fpr which you 
ore best qualified. For example, the resume of an engineering 
tipplicanl who seems to have the desired experience or polentidi will 
likely be reviewed by the engineer responsible for supervising j cc-rldln 
technical area; therefore, the resume must contain specific information 
to enable that engineer to decide if further consideration is warranted. 

3i The First "Step - Vour Asset List ' 

The first step in preparing the resume is to total the score--to prepare 
a list of your "job assets" under these headings: 

i . WORK H I STORY 

EDUCATION 

PERSONAL CHARACTERISTICS 
RESOURCES 

This list wiH become the raw ma ter ia I you will use in developing your 
basic resume, so evaluate yourself real istical 1^,- and In terms of the 
job you are seeking. Try to put yourself in the placeof the employer. 
In his place, what would you want to know? 

» * 

WORK HISTORY (An example) 

List all your employment. Ask yourself .the following questions about 
eacli job: 

Wliat was my job title? 

What were the details of my job duties? 

Why was I hired for the job? 

What did I like about the Job? Why? 

What did I dislike about the job? Why? 

9 

What part of the job did Tdo best? Why?' • 
What port least well? Why? 

Whc)l exporionco did I qoin that I can apply to another job? 
What special skills or talents did I develop on the job? 
How lonq did | work on the Job? 
Why did I leave the job? 

What references can I obtain, if necessary? 
^ What personality factors helped make me successful on the Job? 
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^S.uqqested Resume Outline 

HEADING • , ' 

« • / 

The following identifying information should always precede all 
other data: 



Name 



ress^ . 

Telephone number o 



OCCUPATIONAL INTEREST AND GOAL 

This is your job objective.^ Specify xhe kind of job 'or field of woi'k " 
you want. If your background qualifies you for several Jobs lisi 
them in the order of your preference. For example: ' 

Airport Engineer , 
Highway Engineer 

You may elaborate briefly on your goal at th^beginrring of the resume 
or in your covering letter. . ' 

WORK HISTORY " ' ^ 

Organize this section of your resume ps suggested below, either under 
A (by job) or under B (by function), whichever highlights your work 
experience better. ^ :} t 

By Job (An example) 

1. List your jobs in inverse chronological order. 
Dates of employment 

Employer, address, nature of business 
Name and title of supervisor 

Position you held. ^ 
Salary (Optional) 

2. Describe em h job: 

o. Job Duties— Tasks performed, emphasizing those requiring ihe 
highest degree of skill and judgment. Indicate special izol ion 
and any duties beyond your regular assignment. Include .iny 
special i(K)ls, instruments or equipment used and- the degree 
of ski I h invol ved. 

b. Scope of Rc^sponsibility—Tell how many persons you supervised 
if you held a supervisory post, and to whom you were rbsponsibi 

c. Acconiplishments--Outline any outstanding results achieved. 
If possible, give concrete facts and figures, rather than 
general i t ies. 
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IV.; MILITARY EXPERIENCE 

Branch of service. ) \ • 

tength of service. 

Duties performeci.. . 
Draft classification (opt^lonal )|. 

V. EDUCATION . . ^ 

1. High School (do not include if you have had substantial post- 
high school education or training). 

2. College - Maljor subject, degree, and date received. 

3. Graduate School - Major subject, degree and date received. 
'4. Other Education and Training. 

5. Prtifessional Certi f ica'tes or Licdns.es. ^ 

6. Courses directly related to your occupat ionaPcholce 

(lisi in d^tnil if your work experience Is limitedX. 

7. Intership. ' \ 
8r Scholarships apd honors. 

9. Extracurricular activity. 

Vl . PERSONAL DATA 

\. Date of Biifth (optional). ^ 

2. Marital Status and Dependents. 

3 . Height and weight . - ' 
V+. Hobbies and Awards (optional). ^ 

^) . Spec la I ski I Is- language, typi ng, stenography, etc . 

o 

' - «r 
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V. JOB, SUCCESS 



Pocje 19 ^. Things To Remember on 

^ the Job • 



Paqe 20. 
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.Why Workers Lose Their Jobs 
Tips for Getting Along 

wUh Yolir Boss 
How to Maintain Good 

Relations wi th your . 

Boss 

Discussion Questions 
Your J\tti tude Affects 
Productivity 

V 



THINGS TO REMEMBER. ON THE JOB: 



2 

3, 
h. 

5. 
6. 
7. 



' 8 
9 
10 
1 1 
12 

13. 



Be ahead of time andtry to make a good first impression. First impressions 
are wade almost entirely on appearance. , , 

Listen to all' instruct ions caref ully, learn what is expected of you and do i t . 
Be rrie{i4;tV lo all fellow employees, -4jut do not talk too much about yourself. 
Wotcb fellow: employees 'ways of doi ng.th i ngs, but don' t repeat their mistakes. 
Observe peoplels reactions to ypu-r-'way of doing things. 
Don' t to qr'asp everything at once; proceed slowly but thoro-uqhly. 
When^you make a.mislake, report it to thfe one in char<,e andMearn how to do li 

Donjt watch the clock. . 

Learn .the location of main departments as best you can. 

Learn the-^urganizat ion rules and regulations. 

• Be prompt in returning after rest periods and lunch. ' • 

Don't become discouraged after Uhe first week. Continue to be alert and 
enthusiastic about your wqrk. 

Don' t forget to smi le. 

Don't be in a hurry to leave at the end of the day. 



\ 
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WHY WORKERS LOSE THEIR JOBS 

Repeated studies show that more workers lose their jobs due to poor 
character qualities than to lack of skill. Some of the qua I it ies found 
most object ionab I e arc: * 



Carelessness 

UnwiMingness *to follow rules 
Laziness 

Absence or tardi ness wi thout csuse 

Too much attention to outside interests 

Troublemaking 



lack of i ni t iat i ve 

Too little or too much ambition 

D is loya I ty 

I rrespons ibi I i ty 

Lack of adaptabi I i ty 

Misrepresentation 



TIPS FOR GETTING ALONG WITH YOUR BOSS 

1. Make ihe boss l6ok good. * 5. Never exclude Qr go over him. 

2. Expect sane roiigh'days. Follow the chain of commaiul. 

3. Don'tjiurse smalf gripes. 6. 'Don't fear him. 

^. Time^your approaches to the boss. 7. Don't "buddy** him. 

.8. Admit you're wrong and apologize when you make mistakes. 

HOW TO MAINTAIN GOOD RELATIONS ON THE JOB 

1. Listening to others and- rea I I y giving their viewpoints a fair consideration. 
Look ol the person talking. Make notes where necessary. 

2. Do not unduresLiiudte t+ic ability or efforts of others, especially monagemenl 
'You are rea I I y not ij a position to judge others. . 

3- .Report your mistakes and admit when you' re wrong., This builds trust 
and indicates res pons ibi I i ty . 



DISCUSSION QUESTIONS 

1. What can your boss do for you? 

2. What i^ a probat ionary period? 

3. H(jw can you make a good first impression? 
^. How should one dress for work? 

3. How can one* maintain a good impression on the Job? 



YOUR ATTITUDE AFFECTS PRODUCTIVITY 

1. What does human r cla t ions mean? 

— — — • » 

2. Why are they imporlanl? 

3. What happens when you quarrel with a fellow employee or a boss? 

4. How can you change a negative relationship into a ^positive one? 

5. What do you qet out of your efforts to build good relationships? 
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PERSONAL DATA SHEET 

N^ma: . Age: GPA: , 

Address; . 



Pl^0"«7 *- "BIrthdate: 

' — ; ' — ' ■ " 

Social Security Number . ' ■ - ^ Sex; 

Marical Status; Health; _ 

Educational background, degrees, cert! |''Icates,. etc,: . 



Special Skills and Apt! tudes : 



If'' 



PreViO*js Employment : 
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' rNTORMATION Foil I'U'IGUME, 

N.'«ne ^ . . ■ ^ ^Telephone 

A'luress - . ^ 

City and State - 

OBJECTrVE (indicate kind of job you desire) 



VORK ttlSTORY (Start with most recent Job and work back) 

H«me of Company ^ 



Imedlate Supervisor's Name 
Dates: 



fVqm - Address 

To Job Title 



Out-ie-s (C^scribe In detail the work you did) 



Home oF Company 



If;i;nhdLote Supervisor* a Name 

Dates: 

From Addrftsa 

To Job Title 



Duties (Describe an detail the work you did) 



f 



(Attach additional^ pages for other significant jobs.) 

EDUCATION; High School Graduation? Yes ( ) year , No ( ) yrs. attended ^ 

(List all other education, such as Business School, College - major Bubject, 
degree, date received - special courses related to work choice, professional 
certificates or licenses, scholarships, and honors.) 
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PERSONAL DATA 

Date- of Birth Height ._ Weight 

Marj^^l Status ^ Number of D&pendents " 

HOBBIES . 



REFERENCES (Give name and address where each. can be contacted) 
1. ' 
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Malvln A. Smart 

IIU 5, W. Corbett Avenue 

Portland, Oregon 97201 



SAI'JPLE UESUI'IB 



Telephona: 222-2666 



EDUCATIOM : 
1969 

^.s» to 

r 1071 



1965 
• to 
19G9 



Auc 1969 

to 
Present 



Sunaners 
1966 , 

to 
19G9 



ll'JcSntlTSd'" tny ability to work 

Portland Cbmmunity Cblle^e 
12000 S. H. 49th Avanu. " 
Portland, Oregon 97219 

IJajor: Automotive Technology 

degree: Associate of Applied Science 
Automotive Technology 

CLasses EmphaB^::pd> Engine Repair, Automatic 

Transmission, Bralelng Syatenis 

Jefferson High School 
Portland, Oregon 

Graduated: June, 196S 

: Rub -A- Cub Car Wash 

0002 H. E. 76th Avenue 
Portland, Oregon 

Position: Assistant Manager 

gc_sBonsibilitiea: I cleaned the bulldins took 

viLd"'S ^hf ^^'^^-^ u fid'Xer- 
Visea When the manager was gone. 

Raference; Mr. LeRoy Weal * 

Birds -Deal: Cannery 
5227 W, Br ice Drive 
Portland, Oregon 

Position : Sorter 

ggsponsibiUtion: I sorted beans on the U-7 shift 
At timea I worked up to 55 hours per week. 

liGferenco': Miss Zelda Beet 
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A CCOIgLISHI'lEMTS ! 
(OPTIOI'JAL) 



I earned all my expenses for collese. 

I won Third Place in the 1969 Auto Show for totally 

rebuilding a 1946 DeSoto. 



SiaLLS: 



PERSONAL DATA: 



REFEREHCES: 



Height 



I enjoy rebuilding cars, motorcycle hill climbing, 
readln.^ fiction, josglns. 

5' 11" / 

16a lbs. ( 

Good \ 
Marital St atus; Single 
lUlitary ClassiS p^lon: ,1-H 
Soc. Sec. NumberW ^40-7SS-nnnq 



Hci.'^ht 



Health 



Ilr. Roland Andricic — Instructor 
Portland Community Cbllcge 
12000 S. IJ. 49th Avenue 
Portland, Oregon 97219 

Mr. Phillip. Tomlln Neighbor 
1113 S, U, Corbect Avenue 
Portland, Oregon 97201 

Mrs. Ernestine Rino English Teacher 
3471 H. E. 45th Cburt 
Portland, Oregon 97222 



244-6111 



223-4000 



229-3420 



f 
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